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Sau khi hoan tdt qua trinh ding ky tai khodn Google Workspace théng qua ADTIMIN, quy khach cé thé tham khao hwéng dan str dung Google Workspace

dudi day dé bat dau lam guen va téi uu hoa cdng viéc vdi cdc cdng cu manh mé cla Google.

Co thé chuyén tai khoan Google Workspace tir nha cung cap khac vé ADTIMIN khong?
NE&u quy khdch mudn chuyén tai khodn Google Workspace dang str dung tir nha cung cap khac sang ADTIMIN, ching téi cung cap dich vu chuyén déi dé
dang va nhanh chong. Xem hudng dan chi tiét tai day. Xem hudng dan

Click @& xem muc luc

1. Google Workspace la gi?

2. Hudng dan sir dung cdc (ing dung trong Google Workspace

3. Hudng Dan Quan Ly va Bao M3t Tai Khoan Google Workspace Toan Tap
4. Cap nhit cdc tinh nang madi clia Google Workspace ndm 2025

Google Workspacelagi?

Google Workspace (trudc day goi la G Suite) la bé cong cu lam viéc truc tuyén cia Google danh cho ca nhan va doanh nghiép, tich hgp cac (rng dung
quen thudc nhu Gmail, Google Drive, Google Meet, Google Calendar, Docs, Sheets va nhigu ¢dng cu cdng tac khac.

Véi Google Workspace, doanh nghiép c6 thé sir dung email chuyén nghiép theo tén mién riéng, luu trif dir liéu trén dam may an toan, hop truc tuyén dé
dang va Iam viéc nhém hidu qud tir bat cir dau.
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Hudng dan st dung cac ting dung trong Google Workspace

Google Workspace |a bd cdng cu van phong dua trén nén tdng dam may cla Google, gilip ban va ddi ngii 1am viéc hiéu qua moi luc, moi noi. Bai viét nay sé
huéng dan chi tidt cach str dung cac Ung dung phd bién trong Google Workspace, bao gém Gmail, Drive, Meet, Docs, Sheets, Slides, Forms va nhigu hon
thé nira.

31 1. Gmail - Hop thu dién tf thong minh

Gmail 14 céng cy email manh mé& va bao mat, giup ban glri — nhdn thu chuy&n nghiép vdi dia chi theo tén mién céng ty (vi du: fen@tencongty.com).

Céc budc cd ban dé sif dung Gmail:

1.Dé&ng nhap Gmail

Truy cap https://mail.google.com = Dang nhap bang tai khoan Google Workspace.
2. Soan email méi

« Nhan nut “Soan thu” (Compose) § goc trai.

« Nhap dia chi ngudi nhan, tiéu dé va ndi dung.

« Dinh kém tép bang biéu tugng ghim “ hodc chén file tir Google Drive.
3. T8 chirc hop thu

« Dung nhan (Labels) d& phan loai thu (thay cho “thu muc”).

« Tao bé loc tu déng d& chuy@n email vao nhan phu hop.

« Danh d&u + nhing thu quan trong ho&c gan mau nhan dé dé nhan biét.
4. Tim kiém théng minh

S0 dung thanh tim kiém trén cung vdi tir khda, ngudi gli, hodc thoi gian (VD: from:sale@ hodc has:attachment ).
5. Tich hgp céng cu khac

« Xem lich hop Google Calendar bén phai giao dién.

« Truy cap nhanh Google Meet hodc Google Chat truc tiép tir Gmail.

2. Google Drive - Luutrit va chiasé tép tin

Google Drive 13 dich vu luru trir ddm may clia Google, gilip ban dé dang luu trir va chia sé tai lidu tryc tuy&n mat cach an toan va hidu qua.

Céc budc cd ban dé sif dung Google Drive:

1.Déng nhap Google Drive
Truy cap https://drive.google.com va ddng nhap bang tai khodn Google Workspace cla ban.
2. Tai 1&n va luu trir tai liéu

« Nhan nut “Méi” (New) & géc trai, sau d6 chon “Tai Ién tép” (File Upload) ho&c “Tai 1én thu muc” (Folder Upload) dé tai tai liéu tir may tinh Ién Drive.
« Céc tép nay s& dugc luu tri an toan trén ddm may va cé thé truy cap tir bat ky thiét bi nao.
3. Tao va chinh stra tai liéu truc tuyén
« Ban cé thé tao tai lidu Google Docs, Sheets, Slides ngay trén Drive bang cdch chon "Méi” < "Google Docs” (hoac Sheets, Slides).
» Céc tai liéu nay duoe tu ddng luu trong Drive va c6 thé chinh stra béi nhigu ngudi cting luc.
4. Chia sé va cap quyén truy cap
« DE chia sé tai liéu, nhan chudt phai vao tép hodc thu muc, chon “Chia sé” (Share).
« Ban cé thé mai ngudi khdc qua email, thiét Iap quyén xem, chinh slra hodc nhan xét cho timg tép.
5. Tim kiém tai liéu

s S0 dung thanh tim kiém & trén cling d& tim tai liéu theo tén, loai tép, hodc ngudi chia sé.
« Ban ciing c6 thé tim theo cac bd loc nhu “Tép téi d4 chinh sira” hoac “Tép ¢d binh luan”

“* 3. Google Calendar - Quanlylich & sukién

Google Calendar |4 céng cu quan ly lich truc tuyén giip ban dé dang I&n lich, nhac nhé su kién va cudc hop, dong thai chia sé lich véi dong nghiép.

Céc budc cd ban dé st dung Google Calendar:

1.Déng nhap Google Calendar

Truy cap htips://calendar.google.com va dang nhap bang tai khoan Google Workspace ctia ban.
2. Tao su kién méi

« Nhan vao nut “Tae" (Create) & goc trai hodc chon truc ti€p vao ngay trén lich.
« Nhap tén sy kién, théi gian, dia diém, va mé ta chi tiét ndu can.
» Ban c6 thé mdi ngudi tham gia bang cach nhap dia chi email cGa ho vao phan “Thém khach méi”.
3. Thiét 13p nhac nhé
« D&t thdng bao nhac nhd su kién qua email hodc thong bao trén dién thoai.
« Ban cé thé chon nhan théng bdo trudce su kién 10 phat, 1 gig, hoac tham chi 1 ngay trudce.
4. Chia sé va dong bé lich
« Ban cé thé chia sé toan bd lich cla minh véi cac dong nghiép hodc ban bé dé ho theo déi lich trinh.
« Chon “Cai dat” (Settings) va chon “Chia sé véi moi nguéi” hoac chia sé véi mdt sé ngudi cu thé.
5. Tao lich nhém hodc céng ty
« Tao lich riéng cho nhém lam viéc hoac céng ty, gitp theo dai cac su kién chung, hop nhém, hoac nghi Ié.
« Chon “Khac" (Other calendars) va chon “Tao lich” (Create new calendar).

& 4. Google Meet - Hop truc tuyén chatlugng cao

Google Meet 1a céng cu hop truc tuyén clia Google, gitip ban két néi véi déng nghiép, khach hang va déi tac mot cach dé dang va bao mat.

Cac budc cd ban dé stt dung Google Meet:

1. Truy cap Google Meet



Truy cap https://meet.google.com hodc mé (ing dung Google Meet trén dién thoai. Dang nhap bang tai khoan Google Workspace cla ban.
2. Tao cudce hop méi
« Nhan vao “Cudc hop méi" (New meeting) va chon mét trong cac lua chon:
« Tao cudc hop ngay (Start an instant meeting)
« Lé&n lich cudc hop (Schedule in Google Calendar)
« Bat dau cude hop sau (Create a meeting for later)
« Sau khitao cudc hop, ban s& nhan duge link cudc hop d& chia sé véi ngudi tham gia.
3. Tham gia cudc hop
« NE&u ban da nhan dugc link cudc hop qua email hodc tin nhan, chi ¢an nhap vao link va chon Tham gia ngay (Join now).
« Ban ciing cé th& tham gia tir Google Calendar n&u cudc hop da dugc Ién lich.
4. Chia sé man hinh
« Trong khi tham gia cudc hop, nhan vao biéu tugng Chia sé man hinh (Present now) d€ chia sé cira sé hoac toan bé man hinh cta minh.
« Digu nay gilp ban trinh chiéu tailiéu, bdo cdo, hodc giai thich van dé truc tiép.
5. Cai dat va quan ly cudc hop
« Ban co thé bat/tat mic, camera, thay d&i nén (background), hodc thém phu d@ truc tiép.
« N&u ban 12 ngudi t8 chirc cudc hop, cé thé quan Iy quyn truy cip cla ngudi tham gia, tit mic clia ho néu can.
6. Két thiic cudc hop
« Khicudc hop két thic, nhdn Rai khéi cude hop (Leave call) dé thoat.

+/ 5. Google Docs - Soan thao vanban online

Google Docs 14 céng cu soan thdo van ban tryc tuy&n mién phi clia Google, cho phép ban tao va chinh sira tai liéu van ban ngay trén trinh duyét ma khang
can phan mém cai dat.

Cac budc cd ban dé sir dung Google Docs:

-

. Truy cap Google Docs
Truy cap https://docs.google.com va dang nhdp bang tai khoan Google Workspace clia ban.

2. Tao tai liéu méi
« Nhdh vao “Méi" (New) & géc trdi man hinh, sau dé chon “Google Docs”.
« Ban co6 thé tao tai liéu tréng hodc chon mau cd san dé bat dau.

3. Soan thao van ban

» Sirdung céc cdng cu trén thanh cdng cu dé dinh dang van ban: thay déi font, kich thude chit, mau sic, can I, thém danh sach, va céc kigu doan van.
« Cheén cdc déi tugng khac nhu hinh anh, bang, lién k&t, hoac binh luan vao tai liéu.
. Chia sé va cdng tac

IS

« D& chia sé tai liéu, nhan vao nut “Chia sé” (Share) & gdc trén bén phai, nhap dia chi email clia ngudi ban mudn chia sé.
« Cap quyén chinh sira, nhan xét, hoac chi xem tai lidu tuy theo nhu c3u. Ban cé thé cling luc chinh s(ra tai lidu véi nhigu ngudi va thay cac thay dai
ngay lap tuc.
. Luu va truy cap tailiéu

o

« Google Docs ty déng luu mgi thay déi ma ban thuc hién, ban khéng can lo mat dif liéu.
« Ban c6 thé truy cap tai liéu tir bat ky thiét bi ndo c6 két ngi Internet.

@

. Theo dbi lich sir chinh stra
« Google Docs cho phép ban theo déi lich stt chinh s(ra, khdi phuc cdc phién ban trudc d6 néu can.
« Vo “Lich sir phién ban" (Version History) dé xem ai da thay ddi gi va khéi phuc lai néu can.

ul 6. Google Sheets - Bang tinh thng minh

Google Sheets |a cong cu bang tinh truc tuyén mién phi cia Google, gitip ban tao va chinh sira bang tinh, theo déi dif liéu, tinh todn va phan tich théng tin
ngay trén trinh duyét.

Céc budc cd ban dé st dung Google Sheets:

-

. Truy cap Google Sheets
Truy cap https://sheets.google.com va dang nhap béng tai khoan Google Workspace cla ban.
. Tao bang tinh méi

[N

« Nhan vao “Mai” (New) & goc trai man hinh, sau do chon “Google Sheets”.

« Ban cé thé bat dau véi bang tinh tréng hodc chon mau ¢ san tir thu vién méu cla Google Sheets.

w

. Nhap va quan ly dir liéu
« Nhap dir lidu vao céc & trong bang tinh. Sir dung céac céng cu dinh dang nhu déi mau 6, thay déi font chit, ¢in chinh vén ban dé lam ndi bat cac théng
tin quan trong.
« Ban ciing c6 thé tao danh séch tha xuéng d& nhap dir liéu dé dang va nhat quan.

IS

. Str dung céng thirc va ham
« Google Sheets hé trg nhigu céng thirc va ham tinh todn nhu SUM, AVERAGE, IF, VLOOKUP, va nhigu ham khac dé phan tich dir lidu.
« D& sir dung céng thirc, chi cdn gd dau “=" vao & va sau dé nhap cdng thirc ban can.

. Chia sé va cdng tac
« DE chia sé bang tinh, nhan vao niit “Chia sé" (Share) & goc trén bén phai, nhap dia chi email clia ngudi ban mudn chia sé.

o

s Ban c6 thé cap quyén chinh sira, nhan xét hodc chi xem bang tinh tiy theo nhu céu cdng tac.

=]

. Loc va sap xép dir liéu
« Google Sheets cho phép ban loc dir liéu theo cac digu kién nhat dinh, sap xép bang tinh theo thir ty tdng dan hodc giam dan.
« S{rdung cdng cu loc ho3c sap x&p trén thanh céng cu d& quan |y dir lidu mdt cach hidu qua.

Meo bao mat: Chi chia sé bang tinh véi nhirng ngudi can thigt va ddm béo thiét 1ap quyén truy cap chinh xac dé béo vé dir liéu quan trong.

I 7. Google Slides - Tao bai thuyét trinh chuyén nghiép

Google Slides 14 cng cu tao va chinh sira bai thuyét trinh truc tuyén cia Google, gitp ban tao ra céc slide chuyén nghiép dé trinh bay y tudng, du 4n hodc
bao céo.

Cac budc cd ban dé st dung Google Slides:

1. Truv cép Gooale Slides



Truy cap https://slides.google.com va dang nhap béang tai khoan Google Workspace cua ban.

2. Tao bai thuyét trinh méi
« Nhan vao "Mai” (New) & goc trai man hinh, sau d6 chon “Google Slides”.
« Ban cé thé bat dau tir mdt bai thuyét trinh tréng holc chon mau cé san tir thu vién Google Slides.
3. Th&m va chinh stra ndi dung
« Dé thém mét slide mdi, nhan vao nut “Slide” trén thanh menu va chon “Thém slide” (New slide).
« Ban c6 thé chén van ban, hinh anh, video, biéu @8, va cac ddi tugng khac vao méi slide bang cach st dung cédc cdng cu trén thanh céng cu.
4. Thiét ké va dinh dang
» Chon mdt mau thiét k& cé san tir thu vién hodc tao phong cach riéng cho bai thuyét trinh clia ban bang cach thay dai mau sac, font chir, va hinh nén.
s Dung céc cong cu nhu Chén hinh anh, Thém biéu dé, Chén video dé |am cho bai thuyét trinh thém sinh dong.
5. Chia sé va céng tac
« DE chia sé bai thuyét trinh, nhan vao nit “Chia sé” (Share) & géc trén bén phai va nhap dia chi email cla nhirng ngudi ban mudn mai tham gia.
« Ban cé thé chon quyén chinh sira, nhan xét, hoac xem tly theo mlc dd cdng tdc ban mudn.
6. Trinh chiéu va kiém tra lai

« DE bat dau trinh chiéu, nhan vao nat “Trinh chiéu” (Present) & goc trén bén phai.
« Trong ché dd trinh chiéu, ban c6 thé sir dung cac phim miii tén dé diéu khién cac slide.

[] 8. Google Forms - Tao biéumaukhao satnhanh chéng

Google Forms la cong cu clia Google cho phép ban tao khdo sat, bang cau haéi, dang ky su kién, hoc thu thap phan hoi truc tuyén mat cadch nhanh chéng
va hiéu qua.

Céc budc cd ban dé sif dung Google Forms:

1. Truy cdp Google Forms
Truy cap htips://forms.gocgle.com va dang nhap bang tai khoan Google Workspace cta ban.
2. Tao biéu mau méi
» Nhan vao “Méi” (New) va chon “Google Forms”. Ban c6 thé tao mot bi€u mau tréng hodc chon mau ¢6 sén tir thu vién mau cua Google Forms.
3. Thém cau héi va lra chon
» Google Forms hé trg nhiéu loai cau héi nhu trac nghiém, dién vao cho tréng, cau héi kigu tha xuéng hoac bang chon.
« Nhan vao “Cau héi khéng co tidu d&” dé thay déi ndi dung cau hdi, sau dé chon loai cau tra 1&i phi hop (vi dy: trd 1&i ngan, Iya chon, cau héi dang
dénh gid sao,...).
4. Tay chinh giao dién biéu mau
« Ban cé thé thay d&i mau sac, thém hinh anh hoac chon chil dé& dé& lam cho biéu mau dep mat va dé nhin hon.
« Nhan vao biéu tugng “Chinh sira chi d&” dé thay déi giao dién va phong cach.
5. Chia sé va thu thap phan hai

s Sau khi tao xong, nh&n vao nut “Gai* (Send) & goc trén bén phai dé chia sé biéu mau.
« Ban cé thé g bidu mau qua email, sao chép dudng link hoac nhing tryc tigp vao website.

=2}

. Xem k&t qua va phan tich dir ligu
« Khi ngudi tham gia gl phan hdi, ban cé thé xem k&t qua ngay 1ap tie trong phan "Phan hoi”.
« Google Forms tu déng téng hop dir lidu va ban cé thé xuat két qua ra bang tinh Google Sheets dé phan tich chi tiét hon.

@ 9. Google Sites - Tao website ndibd don gian

Google Sites la cong cu gilip ban tao website hodc trang web ndi bd nhanh chdng va dé dang, ma khéng can ki ndng lap trinh. Véi Google Sites, ban cé
th& xay dung céc trang web d& chia sé thang tin, tai lidu hoac tao trang gidi thidu cho doanh nghiép.

Céc budc cd ban dé st dung Google Sites:

-

. Truy cap Google Sites

Truy cap https://sites.google.com va dang nhap béng tai khoan Google Workspace cla ban.
. Tao trang web méi

« Nhan vao “Tao” (Create) hodc “Trang web mdi” (Blank) dé bat dau tao mot website mdi.

[~

« Ban cé thé chon cac mau cé san hodc tao trang web tir dau dé tly chinh hoan toan.

w

. Thiét k& va thém ngi dung
« Google Sites cung cap cac cong cu kéo va tha, gilip ban dé dang thém cac phan tir vao trang web nhu védn ban, hinh anh, video, bang, hoéc biéu
mau.
« D& thém mot phan mdi, chi can nhan vao biéu tugng “Chén” (Insert) va chon déi tugng ban mudn thém vao trang.
. Tuy chinh giao dién
« Ban cé thé thay déi mau sac, phdng chit, bé cue cla trang web bang céc céng cu cé san trén Google Sites.
« Google Sites ciing cho phép ban thay dai background hoac thdm logo dé tao dau &n cho trang web cta minh.
. Chia sé va xuat ban trang web
« Khihoan thanh thiét k&, nhan vao “Xuat ban” (Publish) d& dua trang web |én mang.

»~

[

« Ban c6 thé chon mét tén mién tuy chinh cho trang web hoac giir tén mién méac dinh cla Google Sites. Sau khi xuat ban, ban cé thé chia sé lién két
trang web véi ngudi khac.
. Chinh stra va cap nhat trang web
« Ban cé thé quay lai bat ky Iic ndo d& chinh sira ndi dung trang web. Moi thay déi déu dugc luu tu ddng va cé thé xuat ban lai khi can.

=]

Meo bao mat: Ban c6 thé thigt 1dp quyén truy cap cho trang web, cho phép nhitng ngudi cu thé (ho&c cdng khai) xem hodc chinh sira trang web cla
ban.

. .nr . ~ "
= 10. Google Chat - Giao tiep nhom chuyennghiép
Google Chat la cong cu hhan tin va céng tac truc tuyén clia Google, gilp ban giao tiép nhanh chéng véi dong nghiép, 16 chire cac cude trd chuyén nhém
va quan ly du an hiéu qua trong maéi truéng lam viéc.
Céc budc cd ban dé sir dung Google Chat:

1. Truy cap Google Chat
Truy cap htips://chat.google.com hodc mé ing dung Google Chat trén dién thoai va dang nhap bang tai khodn Google Workspace cua ban.

2 Tan ruds tra chivdn mai



« DE bat dau mdt cude tro chuyén méi, nhan vao nat “Tao cude tro chuyén” (Start a chat) va nhap tén hodc email ctia ngudi ban mudn trod chuyén.
« Ban c6 thé tré chuyén rigng tu hodc tao nhém tré chuyén (Group chat) bang céch chon nhigu ngudi tham gia.
3. Giri tin nhan va chia sé tép
« Nhap tin nhan vao 6 “Gri tin nhdn" va nhan Enter dé€ guri.
s Ban co thé chia sé tép dinh kém (tlir Google Drive, hinh anh, tai liéu) truc tiép trong cudc trd chuyén bang cach nh&n vao biéu tugng “Giri tép”.
4. Sir dung céc tinh ndng bé sung
s Google Chat cho phép ban str dung cac phan hoi emoji, thé hashtag dé tim kiém cac cudc tro chuyén lién quan, hodc tham chi tao nhiém vu (task) tir
cudc trd chuyén dé quan ly céng viéc.
« NEu ban muén goi video vdi mét nhém, chi can nhan vao biéu tugng Google Meet & trén thanh céng cu.
5. Quan ly va tim kiém cudc troé chuyén
« Google Chat cung cdp chuc ndng tim kiém manh mé, gitp ban nhanh chéng tim kiém cac cudc tro chuyén, tép dinh kém, hodc théng bao.
« Ban cé thé Iuu lai nhitng cudc trd chuyén quan trong vao danh sach yéu thich hodc archiving (luu trif) cdc cude trd chuyén khdng con can thiét.
6. Cai dit théng béo
« Ban cé thé tly chinh céc théng bao cho tirng cudc trd chuyén dé khéng bi bé 18 tin nhdn quan trong. Digu nay rat hitu ich khi lam viée véi nhigu nhém
hoac dur an.

£ 11. Google Groups - Tao nhém email va dién dan ndibd

Google Groups la cong cu gilp ban tao va quan ly cdc nhém théo luan, dién dan truc tuyén, hodc cac danh sach email nhém trong Google Workspace. N6
cho phép ban dé dang chia sé théng tin va cong tac véi nhigu ngudi clng luc.

Cac budc cd ban dé sir dung Google Groups:

-

. Truy cap Google Groups
Truy cap https://groups.google.com va dang nhap bang tai khoan Google Workspace cla ban.

[N

. Tao nhom mai
« Nhan vao nut “Tao nhém” (Create Group) ¢ géc trén bén trai.
« Dién théng tin cho nhém nhu tén nhém, ma ta, loai nhém (nhém thao Iuan, danh sach email, hodc nhém cdng tac), va quyén truy cap (cong khai, gici
han hodc riéng tu).
. Thém thanh vién vao nhém

w

« Sau khitao nhém, ban ¢é th& thém thanh vidn bang cach nhdp dia chi email cla ho.
s Ban c6 thé chon quyén cho tirng thanh vién nhu quyén gdi email, quyén quéan Iy nhém, hodc chi quyén doc bai viét.

»~

. GUri email nhém
« Moi nhém trong Google Groups c6 mét dia chi email riéng, vi du: ténnhém@googlegroups . com . Ban chi can g email dén dia chi nay dé chia sé thong
tin véi tat ca cac thanh vién trong nhém.
» Nhitng ngudi tham gia nhém cé thé tra 1&i hodc thao ludn qua email, v moi phén hbi s& dugc gl dén tat ca thanh vién cia nhém.
. Tham gia thao ludn
s Ban c6 thé tham gia cac cudc thao ludn nhdm bang cach ding bai mdi hodc tra 16i céc bai viét da cd. Google Groups ha trg cac tinh ndng nhu céc bai
viét néi bat, tim kiém bai viét va sap xép theo ngay dé giup ban dé dang theo déi cac cudc thao luan.
. Quan ly nhom

3]
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« NE&u ban la quan trj vién nhom, ban ¢d thé quan ly thanh vién, cdp nhat quyén truy cap, va tuy chinh cai dit théng bao cho cac thanh vién trong
nhom.
« Ban ciing c6 thé tao cdc chd dé thao ludn dé té chirc cdc cudce thao ludn hiéu qua hon.

Hudng Dan Quan Ly va Bao Mat Tai Khoan Google Workspace
ToanTap

Google Workspace |4 mét bd céng cu manh mé gilip doanh nghiép t8i uu hda céng viéc, giao tiép va céng téc trong méi truéng 1Am viéc truc tuy&n. Tuy
nhién, d& khai thdc téi da tiém nang cla Google Workspace, quan tri vién can cé kién thirc viing vé cach quan Iy, cau hinh va bao méat ha théng. Dudi day 1a
huéng dan chi ti&t vé quan tri Google Workspace, bao gém cach cdu hinh tai khoan, quan Iy nguéi diing, bao méat va duy tri hé théng hiéu qua.

1. Hudng dan ding nhap vao tai khoan admin quan tri taikhoan

Dudng dan dang nhap: admin.google.com, trong truding hop bao 18i dang nhap, ban nén sir dung ché& dd an danh bing cach bam Ctr Shilf N dé ra tab an
danh.

S dung user/ password quan tri ma chuing téi cung ¢3p cho quy khach qua email.
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Hudéng dan dang nhdp admin Google workspace

2. Cachtaouser mdicho nhanvién trong Google workspace

M@t trong nhitng nhiém vu chinh cla quan tri vién 1a quan ly ngudi ding trong Google Workspace. Diéu nay bao gdm viéc tao tai khoan, thiét I3p vai tro va



quyén han cho tirng nguoi diung.

Cac budc tao tai khoan ngudi dung:
1. Thém nguéi dung: Trong Google Admin Console, vao phan "Users” va chon “"Add new user”. Ban c¢an nhap théng tin co ban clia ngudi dung nhu tén,
email va théng tin lién hé.
2. Cai dat quyén cho nguéi diing: Mai ngudi diing cé thé ¢é quyén truy cap khac nhau di véi cac img dung trong Google Workspace. Quan tri vign cé thé
phan guyén theo timg nhém hodc vai trd dé dam béo rang chi nhitng ngudi ¢é quyén han méi ¢é thé truy cap vao dif liéu nhay cam.
3. D&t chinh sach mat khau: Dam bao ngudi dung str dung mét khdu manh mé bang céch thiét 1ap cac chinh sdch mat khau trong phan “Security”.
Quan ly nhém ngudi ding:
« Tao nhém: Ban cé thé tao cac nhém email trong Google Groups dé& giup viée phan phéi théng tin téi nhiéu ngudi dé dang hon.
« Cau hinh nhém: Quan tri vién ¢

Quy khach bam vao vao user/ngudi ding - Add new user/ Thém ngudi dung mdi

Q_  Search for users, groups or settings

\

Users

Users | Showing all users Add new uset _'Bulkupdate usets . ‘Download users More options ¥
=+ Add a filter
D Name Email Status Last

Hudng dan tao thém user google workspace

DAt tén va mat khau cho ngudi dung nhu bén dudi:

User Information

First name * Last name *
Nguyen Le
Primary email *

lenv adtimin.com

Secondary email Phone number

Organizational unit* @

adtimin.com

o] UPLOAD PROFILE PHOTO

Password

O Automatically generate a password
You'l be able to view and copy the

ord in the next s

@ Create password

Password

sessssssssse

[[] Askuser to change their password when they sign in

Tao user mai trong Google Workspace

3. Hudng din ddimatkhau, ddi tén ngudi diing trong Google workspace

Ban c6 thé thay di tén nhan vién nay thanh nhan vién khac, hodc thay d8i mat khau trong Google workspace bang cdch bam vao muc User, chon user can
thay déi va bam vao Update/cap nhat hodc Reset password/thay déi mat khau

= O Admin Q Searchfor users. groups or settings
Adtimin Thao
@ Home .
u: formation
98 Dashboars - .
) Adtimin Thao
& Diectory thacehp@adtimin.com secondary email
Uoers
Groups o
Orgenizstional uns P securiy
» Buildir d resources adtimin.com
2-step verification OFF Application-specific password Cor

Directory settings [ — Not ent; 4not for Ag 0applica at 2a
+ Directory syne BETA
UPDATE USER Recovery information
L0 Devices

UPLOAD PROFILE PHOTO

Apps
ADD ALTERNATE EMAILS
QD secuity
ADD TO GROUPS
il Reporting
Groups
B siling EMAL
@ accoun SUSPEND USER ‘
[CREES RESTORE DATA
S storage DELETE USER
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Hudng dan dai mat khau, ddi tén ngudi ding trong Google workspace

3. XU ly khingudi diing bi google bat xac thuc ding nhap

Khi nguéi diing dang nhap trén thidt bi méi, thuéng bi google bat xac minh tai khodn, hodc khéa khdng cho dang nhap vao tai khoan do phat hién bat

thudng. Trong trudng hgp nay, admin can vao tai khoan quan tri, chon user, chon Security

Adtimin Thao

Adtimin Théo

hao

aaumin com

wairincen
roare e
a0070 GRourS
SUSPEND USER
e —

DELETE USER

Jser information

2-step verification: OFF Application-specific password

[

Recovery information

Admin roles\ARd NtivileAa

Tat bao mat Google workspace

Connected applications

2 applications

Sau dé ban bam vao tat thir thich ding nhap trong 10 phut, va bo lai cho ngudi dung dang nhap

Security

" Adtimin Thdo

\aorhp @ sdtimin. com

adtimin.com

RESET PASSWORD

UPDATE USER

UPLOAD PROFILE PHOTO

ADD ALTERNATE EMALS

ADD TO GROUPS

EMAIL

SUSPEND USER

RESTORE DATA

Recovery infermation -
Add s recovery emai

Add a recovery phone

Require password change oFF
Logia shalange TURN OFF ;umnum/
Signin cookies

4. Cach ddi Google workspace sang tiéng Viét

Méc dinh khi ban dang ky tai khodn, ngén ngi s& 1a tiéng Anh, dé thay dai sang tiéng Viét ban ding nhap vao Gmail.com, ban bam vao icon, chon My

account & géc phai trinh duyét.

Email
Add a recovery email

Phone
Add a recovery phone

Recovery information is used to secure user accounts at sign-in and

OFF

This password won't need to be changed ance Adtimin signs in.

LT

Chon vao muc Language va chon tiéng Viét, sau dé ban F5 hoac tat di md lai la dugce.

Google Account @

Home /

Data & privacy

]
[ ersonslinio
=Y
5]

Security
&, People & sharing

B Payments & subscriptions

About

See profiles Go ta About me

Other info and preferences for
Google services

i's you and setting

- OV ook

DONE

a 8 @

This account is managed by adtimin.com
Learn more | Admin Console

'/wlm \

n’dllmln
®

Adtimin media
info@adtimin.com

Manage your Google Account

Partner ADTIMIN MEDIA CO., LTD
adtiminmedia@gmail.com




Looking for something else?

4. Taonhém trong Google Workspace

Dé tham khdo chlic nang tao nhém, guri thu theo group, ban tham khao bai viét nay clia ching toi: https://googleworkspace.adtimin.vn/chuc-nang-tao-

nhom-treng-google-workspace/

5. Thém, thay déi quan tri vién taikhoan Google Workspace

Dé quan ly quan trj vién tai khoan, ban vao muc Account & Admin Roles

= O Admin

Q Search for users, groups or settings

Delete a user

(& Home
EE Dashboard Update a user's name or email
» & Directory Create an alternate email address (email alias)
’ Devices
» & Apps
» @ secumy
» 1l Reporting @ Domains Overview A
+ B Billing
/ Primary domain
@ Accour .
adtimin.com
Account settings
Manage domains
Admin roles 4"
Add a domain
+ Domains
Change your primary domain
Data migration
@ Rules
& Storage

Show less

Apps

0 Alerts

~
G Google Oper

View alert center A

rations.

Bén cép nhat béo mat cho Drive

M Devices

& day, ban cé thé xem, x6a hodc chi dinh quan tri vién cho tai khodn. Luu ¥, Supper Admin 1a quyén quan tri cao nhat, va can c6 t8i thi€u 01 user dugc chi

dinh 1am Supper admin. Nghia |& ban phai chi dinh user mdi lam Supper admin trude khi x6a user ci di.

Q Soarch for users, groups o settings

Adroin roles

D serd feeasack

6. Stra tén ngudinhan/ danh ba trong gmail

Cd 16 trudng hop khi ngudi ding da déi tén nhung danh ba da luu nén khi gdi nhéan van hién thi mail ci.

ngudi nhan tai ddy https://contacts.google.com/frequent
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Alias |4 tinh ndng cho phép 1 user cé nhigu dia chi email khdc nhau. Gia str trong hinh minh hoa bén dudi, user admin@ s& nhan va glri dugc thu tir cdc dja
chi khéc 12 dung@ va trang@. Ban cé thé cdp cho nguéi ding nay téi 30 email thay thé mién phi. Xin lvu y rang ho van dang nhap bang email chinh cla
minh. Tinh ndng nay kha dung khi nhan vién dung@ va trang@ nghi viéc chang han, ban muén cap email cho ngudi méi nhung van mudn nhan duge thu
néu co ai dd gui vao nhiing dia chi nay. Thi ban chi can thém ho vao alias bi danh 14 mail cia ban van nhdn dugc thu cla ngudi cii.

[ Théng tin ngudr ding_|

Thém s6 dign thoai
admin Adtimin e ek T
admin@adtimin.com Thém dia chi
rang oot gt

Bia chi email thay thé (email dai
dign)

adtimin com @ Trogiop

DAT LAI MAT KHAU

CAP NHAT NGU®I DUNG dung adtimin.com x

TAI ANH HO SO LEN
Emad thay the

THEM EMAIL THAY THE trang adtimin.com X

THEM VAO NHOM

EMAIL

TAM NGUNG NGUDI DUNG

Trong trurdng hgp ban mudn gli email bang alias, ban vao gmail, chon banh rang cai dat, chon Tai khoadn/ account, chon send email as. Va gid day, ban cé

thé& glri bdng ca dia chi email chinh va alias.

= M Gmail Q_ Ssearch mail -
F Settings
General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chat and Meet
(w]
(Change account settings: Google Account settings.
+* Change your password and security options, and access other Google services.
© Send 5 JAngus McDonald <angus@labnol org>
= {Use Dighal Inspiration Ml to send from your other email L dress
addresses)
L Learn more
»
‘Check mail from other accounts: Add a mail account
b Learn more
Grant access to your account: Amit Agarwal camit@labnol.org>
(Allow others t read nd send mail on your benslf) P
Learn more

8. Cau hinh Gmail Google workspace trén phan mém Outlook

Dé cai dat email google Gmail trén Outlook, ban can phai bat ing dung kém an toan trong admin. Sau do, cho phép (ng dung kém an toan bat trong ting

user, bat POP va IMAP trong méi user.
ADTIMIN c6 bai viét hudng dan cau hinh gmail Qutlook chi tiét tai day : https://googleworkspace.adtimin.vn/huong-dan-cau-hinh-outlook-tren-gmail-
google-workspace/
- e g 2 2 . gia
9. Cho phép ngudi dung thay doi anh dai dien Avatar
Méc dinh Goolge workspace khéng cho phép user déi anh dai dién, dé bat tinh ndng nay, ban ¢an vao admin va 1am theo huéng dan sau day

Di chuy&n d&n “Cai dat thu muc”, hodc nhap vao day

Google Admin

Cai dt th muc

hch

© caidat thu muc
Chia sé ngui lién hé Chia sé Thirmye ra bén ngodi

3 b3t B3t chia sé lién he i 11éu cdng khai va mig

a minh hay khéng

v
Chon don vi té chirc tuong (mg, va tick vaoe chon cho phép ngudi dung thay déi théng tin tily theo nhu cau
3 datt » Chinh sira hd so
Chinh s(ra hd so A
e Cai dat thu muc Théng tin hé so Cho phép ngudi ding chinh sira thdng tin hd so clia ho
Da g g 13l ‘3dtin ca mMi nguii ding thut hién trong muc Gidi thidu vé t5i va n

Ngudi diing e ™ tan
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[ ola diém lam viéc
Ngudi dling c6 thé chinh sifa dja diém lam viéc chinh clia minh (t5a nha/ting hodc 1am viéc tir xa).
@ cicta sz

the yem cac thay 08 tru NNt ky kigm tra

Céc thay d6i c6 thé mat tdi 24 gid mdi ¢6 hiéu luc vai tat ca ngudi ding.

9.Bao Mat Google Workspace

B&o mat Ia yéu 18 quan trong hang dau khi quan ly Google Workspace. Dudi day la nhirng budc quan trong dé bao vé dir liéu doanh nghiép.

Cac cai dat bao mat cd ban:

Xac minh hai buée (2-Step Verification): Kich hoat xdc minh hai bude dé bao vé tai khoan ngudi dung khéi bi hack. Google Workspace cung cap chinh
sach bat budc xéc minh hai budc cho toan bd té chire, ddm béo tat ca ngudi ding déu sir dung phuong thire bdo méat nay.

Chinh sdch mat khau manh mé&: Céu hinh cdc yéu cau mat khdu nhu dé dai téi thidu, phic tap, va théi gian thay déi mat khau dinh ky.

Kiém soat truy cép irng dung: Google Workspace cho phép quan tri vién ki€m soat viéc truy cap vao céc img dung clia bén thir ba. Digu nay gilp han
ché viéc chia sé dir liéu doanh nghiép véi cac (ing dung khdng dang tin cdy.

Theo dbi va bao cdobdo mat:

Audit log: Quén tri vién co thé st dung céc Audit logs dé theo déi hoat dong cua ngudi dung va nhan théng béo vé céc su kién dang ngo.
Bao cdo bdo mat: Google Workspace cung cap cac bdo cdo chi tiét v viéc truy cap di lidu, thay d6i mat khau, va cac su kién bao méat quan trong.
Nhirng bao cdo nay gilip phét hién kip théi cdc méi de doa tiem an.

~ . > .o~ .
10. Cau Hinh va Quan Ly Cac Dich Vu Google Workspace
Google Workspace cung cap mot loat cac dich vu cho phép doanh nghiép lam viéc hiéu qua hon, tir Gmail, Google Drive, Google Meet, dén cac Ung dung
nhu Google Docs, Google Sheets. Quan trj vién co thé c3u hinh tirng dich vu sao cho phl hgp véi nhu ciu doanh nghiép.
Cau hinh Ung dung:
« Gmail: Quan tri vién ¢6 thé thiét Iap cac chinh séch email, vi du nhu loc spam, han ché gui thu bén ngoai, va quan Iy cac tai khodn email.
» Google Drive: Ban c6 thé cau hinh quyén truy cap va chia sé cho ngudi diing trong Google Drive d&€ dadm béo rang chi nhiing ngudi ¢é quyén méi cé thé
truy cdp vao céc tai lidu quan trong.
« Google Meet: Cau hinh cac cudc hop video va giéi han quyén truy cap cudc hop d& bao vé théng tin trong cdc cudc hop truc tuyén.
Quan ly thiét bi di dong:

Google Workspace cung cap tinh ndng Mobile Device Management (MDM) gitip quan ly thiét bi di déng cia nhan vién, bao vé dir liéu ngay ca khi nhan
vién sir dung thiét bi ca nhan dé truy cap vao tai khoan céng ty.

1. Cap Nhat va Duy Tri Google Workspace

Dé dam bdo Google Workspace ludn hoat déng hiéu qua, quan tri vién can thuc hién cac cdng viéc bao tri dinh ky.

Cac budc duy trivacap nhat:

Cap nhat phan mém: Google Workspace tu dong cap nhat cac ung dung va dich vu. Tuy nhién, quan tri vién can theo dbi thong bao tir Google vé cac
bén cép nhat quan trong.

Kiém tra hidu suat: Str dung cac céng cu trong Google Admin Console dé kiém tra hiéu sudt cla hé théng, bac gébm muie dé sir dung tai nguyén, dung
lugng luu trir va tinh trang hoat déng cla céc dich vu.

‘Dao tao nguoi dung: Hudng dan ngudi dung cach sir dung Google Workspace hiéu qua, tir viéc tao tai liéu, chia sé dir liéu, dén tham gia cac cudc hop
video.

Cap nhat cac tinh nang mdi ciia Google Workspace nam 2025

Google Workspace da budc sang mét giai doan mdi véi su ho trg manh mé tir tri tué nhan tao (Al), cai tién giao dién quan ly va mé rong kha nang bao mat
cho nguéi diing doanh nghiép. Duéi day 14 cac hudng dan chi tiét dé ban khai thac t8i da cac tinh nang méi.

Gemini Al: Trg ly théng minh trong Gmail, Docs, Sheets vaMeet

Gemini Al la cdng cu Al thé hé mai dugc tich hop vao toan bd Google Workspace nham ting hiéu suat cong viéc, tu ddng hoa cac tac vu lap lai va ho tro
ra quyét dinh nhanh chéng.

Cach st dung Gemini Al trong Gmail

« Khisoan email, nhdn nut “ 4+ Gidp téi viét” dé Al tac néi dung theo yéu cau.
» Co thé y&u cau viét trang trong, rut gon hoic chuyén ngir ngay trong giao dién.
s Hiu ich khi can viét bao gia, thu cham soc khach hang, xac nhan hgp déng,...



Tao néi dung thong minh trong Docs & Sheets

s Trong Google Docs, ban cé thé nhap dé bai (vi du: “viét thu mai hop”) = Al sé& tao san ndi dung.

« Trong Google Sheets, gb cau héi nhu “Loi nhudn quy | 14 bao nhiéu?” > Al ty tao céng thirc va biéu dé minh hoa.
Tom tat cude hop tu déng bing Al trong Meet

« Trong Google Meet, ban ¢é thé bat tinh nang Ghi chi théng minh (Smart Summary).
» Sau budi hop, ban s& nhan dugc bién bén, danh séch viéc can lam qua Gmail.

£} Giao dién quan trimdi: Hién dai, nhanh chéng vadé stt dung

Admin Console di dugc thiét ké lai giup quan tri vién dé dang quan ly nguéi dung, thiét bi, nhom, va chinh sach bao mat tir mdt noi tap trung.

Céc diém mdindibat:

« Giao dién tryc quan theo danh muyc, hé trg tim nhanh bang Al.

« Ggiy cau hinh bdo mat phu hgp véi quy mé doanh nghiép.

= Bdo cdo chi tiét theo nhém, phong ban, mién phuy.

s Quan ly thiét bi tir xa, khoa nhanh tai khoan khi bi nghi xam nhap.

0 Hudng dan cai dat Google Workspace trén thiét bididdng
Google Workspace ho trg day du trén Android va iOS véi cac ing dung Gmail, Drive, Meet, Calendar, ... gilip ban lam viéc moi lic moi hoi.

Cacbudc cai dit cdban:

1. Tai tng dung tir Google Play hodc App Store.

2.Dang nhdp bang email Google Workspace doanh nghiép.

3. Bat xac minh 2 budc trong phan bao mat dé dam bao an toan.
4. Kich hoat théng béo thai gian thuc dé khéng bé 16 cong viée.

¥ Capnhat tinh ndng bdo mat valuu trit dit liéu nng cao
Workspace 2025 bé sung thém nhiéu I6p bao vé dir liéu, d3c biét & cac géi Business Plus va Enterprise.

Tinhnang dangchay:

« eDiscovery va Google Vault: |uu trir va khoi phuc email, tai liéu da xda.

« M3 hda email ndng cao (S/MIME) cho ngudi ding cao cap.

« Chinh sach DLP (Data Loss Prevention) dé chan chia sé dif liéu nhay cam.
« Ki&m soat truy cap theo vi tri, thiét bi, thoi gian truy cap.

i~ a
KétLuan

Quan tri Google Workspace 1a mét ¢éng viéc khéng hé don gidn nhung cuc ky quan trong trong viéc t8i uu héa cdng viéc va bao mat dir liéu doanh nghiép.
Thue hién day dd cac bude quan ly ngudi ding, cau hinh bado mat va duy tri hé théng giip doanh nghiép hoat déng tron tru va an toan. V&i hudng dan chi

tiét nay, ban s& ¢é cai nhin tdng quan v& cach quan Iy va bo vé Google Workspace, t8i uu hoa trai nghiém lam viéc cho toan bé té chirc.

Hay dam béo rang ban luén cap nhat va theo déi cdc cai dat bado mat, cling nhu theo déi hoat déng cla ngudi ding trong hé théng dé duy tri mdi trudng
lam viéc hiéu qua va an toan.
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Thémngudiding trong Google Workspace Hudng dan thém hodc x6a taikhoan quantrivién Google
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